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FOREWORD e e
_ Thls pu,bllcutlon provudes leaders of publlc school cldulf educcmon pro-
grams with a practical guide to the organization and content of a workshop
.' for mature women who desire to return'to work. The section on. orgamzahon
presents the rationalé for such a course. It'also treats sich basic matters as <
the selection of the workshop leader, the promotion of the w0(kshop, and the .
conducting of such a workshop. The section on scope gives a session-by-ses- -
_sion account of the actual workshop The appendix provides a blbllography
as well as information about education and fr‘nmng programs.

Deep appreciation is expressed to Mrs. Henrietta F. Rabe, Assocna}e,

¥ Bureau of Special Continuing Educuhon,'for her tireless and devoted efforts”
in carefully gathering’ and organizing fhe maferlcll for this publication and . .
for writing .the manuscript. » : T

Appreciation is expressed for the mferesf and valuable . confrlbuhon
of the following individuals:

® Miss Guin B. Hall, Deputy Commissioner, Women’s Program, New b
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-of, Job Information Sources; for her suggestions as to other sources

9J mformcmon om job counselmg, and for her@rmcal readmg of the -
manuscrlpt - .

® Miss Elizabeth J Ewell, Assocnafe, Bureau of Guudance, New York
State Educatian’ Department, for rebdmg the manuscrlpf and making
numerous suggestions which hdve sfrengfhened and rlched its -
, content

® Miss Carolyn Green, Aséocuate,Employmenf Consultant, GwnSelmg, ’
and Dr. Pauline K. Anderson, Associate Employment Consultant, Test--
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. fering the 'workshop and the New York State Employment Servnce
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Lucille Kinne, President of the Business and Professional Women’s Clubs of
New York State for her ideas and sharlng of materials. -

This project was developed under the guidance of Dr. Vivienne AnJer-
son,. then Chief of the Bureau and now Director of the Division of the
. Humanities and the Arts. The manuscript was. edited and.prepared for
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. Educcmon Curriculum Development. . °
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INTRODUCTION

1

Women today are a very im'po"‘ ant part of the nation’s work force..
~ ltis no longer considered unusual for @ woman to maijntain her responsibili--
ties as a homemaker while en|oymg a career outside the home. Currently,
there are 2% million women workers in New York State, represenﬂng over
a fh:rd of the State’s manpower. ‘. L ’

" The ‘nature of New York’s wamen ‘workers has changed apprecnably
durmg the past decade. Today, fhe verage working woman is married, has
.. reached her fortieth birthday, and finds herself engaged in a wide variety .
_ of occupations outside the home. Ithough the largest number work in cleri-
. cal occupations, 13 percent qre engaged in professional q&fechmcal work,

-and this number is growing ragld y. SR
More than in any prewPus eneration; it I}‘ now possnble for\ men and
women to make.a variety of chojces. concerning'their roles in life. However,
" for the woman who has spem 20 or more years as a homemaker, this chonce ,
is not easily made. In many casés women do not realize that they have any
choice, or that they are warted and needed as workers.

Clearly, there is a né‘ed tp provide information and guldance on op-
portutiities for mature women jn- employmenf—lnformahon on“opportunities
equal fo theit abilities, onthe Hemands of a job, and how to look for a job.
This short term course, Back to Work Workshop for Women, conducted by
local public ‘school adult edugaﬂon program leaders, should be of material
help to women who w:sh to make a fransmon from home to the world oprmrk

. -~

< : \./
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TNTRODUCTION TO THE WORKSHOP
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Today’s mature American woman is creating a new image of herself.

_ She is a youthful¥hature woman—youthful both in appearance and in mental

) outlook. In 1960 over one-third (34.8 percent) ‘of New Yotk Stgte’s women
between the ages of 45 and 65 were in the labor force. The need -for
women in employment continues to rise, and job opportunities for older
women are expanding. However, many women who would Jike to work are
not fully aware of their abilities or how to go about finding a job which will
make maximum use, of { ilities. Some women have never. held a job
and have no specimmswbuf their experience as. homemakers or
volunteers can be put to use vocationally. Some feel that their work " skills
need sharpening after prolonged absence from a job. Howevemw they do
not qunfe know what to do about bringing these skills up to' d¢te for today’s
job needs. Some are confronted with the dilemma of not kn&ving whether

~ itisajob they really want, or |uEf anew-and challenging role. :

# These are not unhappy housewives and mothers seeking escape from
their families. In many cases they_have grown children. Some have recently
become widowed and need to support fhemselves and their families. Some
want to ‘help with the family bills, to obtain some “‘extras” fOT‘h’éII' families,
or to help insure a college educatior for their children. Some are contributing
to the suppgrt of aged parents. They are women in their forties and fifties
who, in genetdl, can expect to live another 20 or 30 years of reasonably
healfhy life, and they want those years $tobe useful and productive. |

panding economy requires that an increasing numbet, of mature
'women ter or re-enter f Frelabor market. The U.S. Department of Labor
‘currently reports that the fastest growing occupations during the next
decade will be the professional, technical, service, and clerical occupations,
in which the employment of women is high. In_ 1965, for example, women
held 7 out of 10 clerical positions, 5 out of 10 servive jobs (except private

household), and about 4 out of 10 professional and¥echnical positions. Our - -

increasing populohon, with its increase in manpower needs, will require that
a greofer propgrtion of women fill the manpower gap, particularly in view
of the declining unemployment rate among male workers.”

~~. Another expectqd increase in manpower needs is for the subprofessnoncll.
. In many areas, consideration is- being given to the question of how
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+ the nonprofesslonal aspects of many professno’nal |obs can eﬂ‘ecﬂvely be
assumed by persons with less than.professional trdining. This is particularly
frue in the health servnces (hospitdls, clinics, health centers, nursing homes,
. Iabort:;r es) as well’as in- SOCICI| work ‘and’ teochmg-—oreas traditionally
.open {5 women. . . -
The unused talents of many women college groduafes are breéntly Qe
concern of the academic world, and have resulted in an effort on the part
.~ of some colleges to' encourage former graduates to update their setrooling
" _ond to make maximum use of the education that took years to acquire.
The Seven College Vocational Workshop, for example, sponsored by
‘Barnard, Bryn Mawr, Mount Holyoke, Radcliffe, Smith, Vassar, and Wellesley,
_has been offered at Barnard for the past few years to help mature college-
educated women reorient themselves to the needs of the labor market and

. to make productive use of fheur abilities and* edt(cohon, euther vo”i:ohoncllly

or as citizen volunteers. .

A few institutions of higher educcmon, mcludlng Hofsfrcl Umverslfy, New
York University, and the New School for Social Research, have offered
courses of a similar nature for women.wufh college backgrounds. '

In public:adult education programs, a few school systems, includ- -

ing those that follow, hove offered similar courses for women: Baldwin,
Franklin Squbfe, Port Wbshlngfon, and Rockvulle Centre (in cooperation:
with the Nassau County Vocational Education and Extension Board). Courses
of a’somewhat similar nature have been offered by the Ambherst-Swyder Cen-

tral School and the Mt. Vernon Public School adult education programs, -

with. cooperation fronr the local Business and’ Professional Women'’s Clubs.

. Also, in recognition of this need, a number of volunfary organizations
N ond groups have organizegl and conducted institutes, clinics, and job data
. surveys. Notable among these are the efforts’of B’'nai B'rith, the Business
and Professional Women’s Clubs of New York State, the New York Adver-

tising Club, @ind the YWCA. - :
Goveride_Neltdn A. Rockefeller has shown his awareness of this
problem by appointing the Governor's Committee on the Education and

~

}ployment of Women, to study the problems and make vec@nfnchyhons

or the implementation of its suggestions by the State. _
" During its deliberations, such points as the followmg we ;epe}!@ly
made; by the committee: : 5

. ®An mcreasmg number of w0men desire to re-enfer fhg labor market

8 .3



el ..
and to engage in work of their own choosing so that they may
-~ achieve maximum producﬂvuty and personal satisfaction:
® These women need encouragement to overcome their lack of con-
fidence - - o yooo :
® They need orientation to |ob Opporiunmes and presenf—day job re-
quirements
® They need information on existing opportunities for training, re-

training, and continuing education.
In its report, dated December 1964, entitled New York Women and

" Their Changing World, the Committee clearly raised thetquestion, “How .
can State agencies aid in the guidance, refrcumng, and continuing educa-

”hon of wom& who mdy at some time return to the Iclbor force?” The educa-

tional offering outlined in this application can be one contribution which
the public school is well equipped to make and to offer throughout the State,
at a time and place mos'r&onvemehf to ‘those who would cnvcul—fhemselves
of it.
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_DESCRIPTION OF THE woRKSHdP

. . .
& sy . Y

A 6-session, 2. h0ur workshop for mature women, providing informa-

tion on possibilities for enfermg or re-entering the world of work is envi-’

sioned. The workshop might well be offered during the day at hours most
convenient for nonworking; mature women. It is suggested that enrollmenf

, be limited to 20 students. The course can be expanded, if it seems desurabIeA

todo o, to allow more time for some of the areas of dlscusslon
These worksho}: sessions will include the folloying ochvnhes:

® Discussion ‘and dlssemlnahon of mformclhon as to what is mvolved
in a return to work Lo

e Tclking self-inventories -

® Information" about joh ‘opportunities, with special attention to'the
. new and‘develop'ing occupations ' . ~«

® Suggestions on how to look for a |ob
'@ Self-employment ideas . o v, e
. ® Preparation of a letter of application and resumé .

- .
- . . . - ., o

f'.“
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o 'l'he person selecfed tp condu i  this wod(shop must:hgre a fhorough -
')n‘dersianding of the motivations .any drives of Ameruccm women of today
- and their. chnnging role in the labor force. She must have theability to es- - _
tablish-rapport with, all of thé participants in order to give,then d-sense of
security: ould they-experience any- feelings-of frustration or msecurny\ "
" Inrterms of- professlonol competency, the leadér ‘should have a back-
ground in vocohonol counsehng wufh {gdults, erfher through froinlng or .
experue ce. Persons with the necessary professuonal skills generally can be

" found in: Stafe’ employmenf offices; in schools, serving as guidance coun-
selors for- adylts; in: plocemepf offices of business, mdusfry, Unions; and,
P “somefimes, in volunfory orgonlzcmons whuch provude specucll counsellng'

. services.
.~ For some-of fhe sessions, it will be necessary to 9bfcun the help of .
iglists, such as representatives”’of the State Employmenf Service and.
'personnel d|redors from local business and industry. This means fhat the
o workshop leader should be,able to ldenhfy Ioccll persons who can make,
'vqluable confrlbuhons to the workshop ,
Using Resource Persons s

. “"\-. . . .»\

‘ Whenever a resource pe‘éOn is invited to particlpafe, he shpuld be X
well briefed about the problems and needs of fhe class members. He shobld
be asked to be candid and realistic in presenhng facts about his Special
field—the opmles, hazards, requrremenfs training, ond preparahon

_ mvolved
i peokers should be requested to illustrate fhelr ideas generously. wuth' i
actual situations. They should beCtold that the workshop members will be
" 'Tooking for specific answers to the questions they raisé. Speakers should be
encauraged tofring pertinent materials with them for distribution.
: oY o

-~
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B p e ~\" . -~ /" -‘ .
. PROMOTING THE WORKSHOP. - .’
- ‘ o ' -’ . ~. : .3 -
Gef fl}(l-lelp of Your I.ocal Newspaper ' ' _
M- 74 .
Make perso alr confacf with a reporter from your ‘local newlpaper :
some weeks in advance of the workslop. Discuss with him the local need lor a
course of this type and the plans you have developed for it. Try to interest

might relate to- Pegtinent -i information in the State

ubli¢ation, New York -
Womén, using data from the lotal State Employment '

rv |ce

“ him in. wrmng a series of articles .about the’Workshqi The ﬁrsf such article’

This article might be follov«ed wﬂh an announcement descrublng the
workshop-‘and speakers. Stress that this' workshop. is to be offered during
the day when it would. be most convenient for nanworkmg women, Ask the
newspaper to publish a registration blank : "

During the series of workshops, fhe newspaper mlghf be wulling to

' prepare a feature story based on the women whc;are pamclpahng

~women by local employers.

" Send Out a Flyerf

. In all such articles, keep in mind future “course-takers.” HQVe infer-
esfed persons send in their names.for possible future workshops. Also, re-
member that these articles, in addition to reaching other women, should

help in developing a better undérétanding of_l{le valve of hlrmg mature

I

o
® . .

Since this is a new offerlng, |f would also be advanfageous‘lo prepare
a special flyer for distribution to women’s organizations, church groups,
and PTA’s. Ask the librarydo post the fiyer on its bullefin board, and keep
copies on hand for furﬂ\er dlsigbufwn

-

Another Source of Pra oﬂon , : .\

Discuss this new course oﬁerlng wufh the program dlredor of f“local
radio station. Suggest ghat he drrange an liwew-type program. to dis-
Cugs the community’s need for such a cours ncourage him- to use spot

* amnouncements well in advance of registration; usingdata | glven inthe fiyer. =

.
- 3 . 7 -
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GAREER WORKSIIOP FOR MATU ' ’-WO‘IEN

4

: Someihmg New .® . -

Just for You,’l'! O ‘*-_“- “offered by .
.Y LT ) . ‘Name of School
B ' Address pf Sehool |

-".Telephone -Number
/ Adulf Educatioh: Frogram -

N A works lop for mafure women )

.8 0 - 15

o T / —ofxsch System
A S
W S B |
Are you searching for . / Perhaps you v'vill_ﬁnd‘ this - \{'\/ !
something dnﬁerenf and new? . / message “just for youl -
- .l o ;’1 T ,
S WOu}&l you like to — « »
N G
Add to your fd/lﬁily income? . R
i : T v N R
T, Muake better use of your talents and skills? |
. —\ * : . .
Make better use of your free time'y -
- Pre éﬂfé &“second ca ee;'i’? ) 1
, r r r r -
g i Ce r
If your answer to any of these queshons is “yes,"” register for this workshop
and get prachcal de:ce along with other women who have similar goals.
Regusfrufuon;e‘s - ’ . ) .
f A
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*ticipantwill try fo ﬁnd a soluﬂon to her own problem :

~job planning. Assistance- will_be given regardmg “resgurce. maierlals, iob-
ﬁndlng -information, a‘% job-finding fechniqugt. I addition, to joh, ‘

.searching for personal usé, participgnts are e d to shdre\;helr/ﬁndmgs,

_ to give others encouragement an‘c?ﬂm gen' 'to hérﬁ_;;_‘ ne . cmoiher w:fh

«constructiveRriticism-and spggestions. o Lo

, The works‘hop leader ¢ and specuallsfs have fﬁ: responslbulny for help-'
mg the workshop members fo galn beiter mstghfp mfo m'elr own ‘situations .
by ‘providing mformahon on new clnd devefop manpower needs, by
identifying local resources,\ﬂii by suggesﬂng teference mqtenhls ﬂmf gwe :
) employmenf information. .. * T A / Sy SRR .

A list of selected references, ﬁéluded in 7(( appe'ndlx," might be du'pll-,_
cclfed for distribution. Reference ade 1o these mafenals during
appropriate sessions; and workshop memars should ‘be encourqged to
seek such free and mexpensuVe muterlclls./

It is hi hly desnrable to have on hénd one or two copies of ccu-
pational vtlook Handbook for con)iemenf reference by members of the
group. This publication contains basm, current career lnformaﬁon for use
in guldance It is very likely.that the. school ||brc|ry will have copies. o

Where the I|brary has other ‘materials that have been suggesfed it
would be desnrable to’ borrow fhem for the use of the group during fhe,

workshop.
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- COOPERATING WITH THE STATE
* EMPLOYMENT SERVICE . .

. - t‘ . . '. .
3 o ’ ., ) _— \
LN

As soon asa schOol sysfem decnﬂes to offer this workshop, the dlrector

of adult education should onfclci the area’ durector of fhe neuresf Area
"Office"of the State Empl

followmg orgamzahon }fe

o 7
z ,mmendcmon? for a possnBleoworkshop Ieader or co/

R RS
e ) (,

Gemng recommendcmons fkom fhe State. Employmeqt Servuce as to -

the specuallsfs best equlpped to help durmg the sessions suggesfed
in the course outllne . ..‘

~ ® MakKin arrangements for- furt'her vocatienal counselmg and qphtude |
- testing-of wiyrkshop members by the State Employment ¢ Servnce durlng
. or folléwmg the workshop where that seems desrrclble /-
‘ Area Ofﬁces are. locaied as follows: . = N

Syracuse L .. e D A L
Stdte Employmenf Service - S o : v
614 James Street, Syracuse 13203 e e

(Covering Buﬁalo, Rochesfer Syracuse, Binghamton) ' .

Albany ‘
State’ Employment Service o S L
State Campus, Albany 12226 - : C
(Coverlng Albany, Utica, Schenedady, Wesfchesfer, and Long lslclnd)

New York City - .

State Ehlployment Service

370 Seventh Avenue, New York Clty 10001.
, (Covering New Ic_:rk City)

P
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{ " THE PLUS AND MINUS OF A JOB_

!

Topics for‘Diicuisior: .

~.

1. lntroducﬂon tothecourse . ‘ N
Nature of the workshop |, B : :
Responslblllfy of each ppm ant ' _
Descnpfjop of fhe six sessuons - o SRR \ R

2 Womans place—lob home, or bofh? '". &,
Women in dfployment SR L
Women gomg back te schooi for trcnmng e e

< . o P N ) ' -

or

3. The meamng of a |ob R

. Satisfaction derived from work L ’ .
Family gonsiderations CL e e
Cp\sjf‘a ors- . ° B

4. Takmg sfoék of oneself R - L ‘
Worksheet A - A Job and the Famlly
Worksheef B - Taking a Self-Inventory

~ N

Suggested Prccedures .

" In this in Lzlal contact’ with the group, every eﬁort hould be made to.' -
arouse interest and enfhl’:suasm, fo stimulate lively parficipation, and to
make each participant aware of her personal responslm::r purposeful
planmng 1t should be made clear that each workshop member is expected *
” 19 try to find a solution to her particular problem(s) by reading, prepaerg
_written assignments, and doing job research. The leaders.and specialists

“will, .in turn, provude information and guidance on the maximum use of
exusfmg resources. ther fhcm short medmgs aﬂer class, gundcmce wdl be ‘

o c)" ‘ | : '
112 1 . . , . Y . '
, . . . .
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" /person raising the quesﬂon ¢ : : -

such quesﬂong as: " - o .7

E Ilmrted ™4 fhe worl&hop dlscusslons Tell the group that anyone ho may by
- hesitant about raising o question- iri clas should feel free to glye the qué:
, Jo&to the instructor in written form. Answers will be ‘given gither jin ivid-

X
vally/ affer-meetings, or to the class ds a whole- without. |Jenti ing the (

Ope with a tatemenfalbouf “ll;e changmg\ ole of the Am icdn °
mar.” After an ‘initial statement, involve fhe grou m a dlscusslon -about
such queshons as the folldwing: : -

® What do you fhink about the so-called “fenL ne myshque 9 "
. fhls the commeon pomf of view of mamed women today?

Follow with dlscu§s ion | on the foplc “a /ob and its meaning)%;

o YVhat does a |ob gctuall(ﬁjov\de over cmd beyond fhe sal‘.:_ Y ’

® Can these satisfactions achueved |n* &ctivities other- fh_‘ Rl i
employmenf? : e ‘

1Y
‘ i

® What does one have fo guve UP in clccﬁPhng Nob"’ Lk 7

After suﬁicnent, dlscusslon dlsfrlbufe Worksheef A—A Job andi g am:ly _
(see page 15) and explcun that ﬁndmg .answers'’ f? the abidve quesﬂons- -
may help the’ .group to undaystand its situation and+to make r value
judgments. Have the group dISC% these and related queshons

& Before: fhe close 'of - the ° meehng, distribute quksheef B—A Self-

. [nveniory (see page 16), which should be filled out durmg the week and re-.
. torned, “with Whrksheet A, at the followung session;- Instruct the members

to include all their experiences, abilities, and vacationafskills., . Tell them to
“dlg out” any skills o falents that mlghf have been reyeclled fhrough hobbles,

‘parf-hme jobs, or volunfeer §erwce L o N

When self-mvenforlgs are broughf back to class, fhey should be cqre-
fully studied by the workshop leader, who must realize that at this point,
most of the participants will not know for which fiéld fhey are best equipped,
or which they really wish to enter. Many.will have limited work experience -

and training. Some who worked earller in, hfe may not want to return to R
e

TR ATLSTS ST LR T I T s T T S T oI nT T S e ey
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their former employment. While ﬂley do not aspire to mgjor. careers, they

*‘do-not desire to take a routine job merely for the sake of hgving a‘job.

At a later ate,;members of the group should\be asked to fill in Work- -

. sheet B a secon ﬁme Tbe answers on this sedapd sheet n‘[ay shoggsignificant -
changes resulting from their new understanding of their dspirations, abilifies, ]
and potenialities. Before the termiination of the course, these self-inventories -
should be returned to the parhapnnts with written suggeshons by the leader,

regarding ofcupational pursuits and job possibilities.-This personal inveritory

"”’houfd make it ebﬁer for the participants to do job researching without

washng-hm_e. | : \ | . ’,/ ( /( e

,\ . v ’. - S
°“ ; r :ru'

.\; .
. H F":l:,:'; v:‘-yl.

3 c Y -
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“.+ % v 2 WORKSHEET A
. A Josz‘Nn? THE FAMILY
o, |

If you are fhlnklng about obfcumng a job, y&u\WgSld do well to welgh '
the advantagés against ‘the disadvantages of such a venture. This may start

y0u thinking about the followmg - : , )
. What does your usband think about your working? ; .
Iy e Will he think 'H'lCIf your working might reflect on his abllny to pro- )

} vide adequately for his famuly? .
e Would a |ob place you in compefmon with him professuonallyf’

: ‘{ofherwuse? i .
* . ™ Does he expect you fd “devote youm evening hou s 1o the discus-
\ , sioh_of protems or. situations whuw“s on his job? -
‘o Would he be willing to share in the' home responslbllmes?

L4

Wﬁaf effect would your working have on yowi chlldren? s

> e What do the¥ think about- ‘your fclklng aljob?
® Are they old enough to manage fordhe selves affer school with- -
* out supervision} If not, can you ‘f‘nd d,e ndable supervision for

" them? _ !
® Is their health ghod?
How do you feel about your working? _ “ ) Y-V . "

/" & How much fime can you really spare forla job? ,
® Are you going to able te spend a$’ much time with your
children as you beli 2ve you should? . ’
-® Have you enough energy to put in a full day’s work and fhen
! come home at night and glve time and ah‘enﬂon to your young-
sters? ’ :
e Are'you likely to earn enough to enable you to hire cclpable heIp o~
for the housework? Is such help readily available?
® What about thegfamily dinner? Will you be
" with that responsibility? . ;
® Do you really want a paying |ob or slmply some new and inferes-
ing challenge? . i /

Ere=h R ST :1::-:;:2:72_',“,., T ,._-‘:.I T T e




S /WORKSHEET B . p -
. A SFI.F-INVENTORY
: ' . ¢
Name N d
- Address N = E
- Education _-__ : > £ -
On-the-job training (if any) T ]
’Spclre time activities and hol\hks ' ~. ! .
| | NG
. Health : ~ ()ny physical limif_gfiqns\\%
Name fields of work thch appédl to )'(;U
"~ Paid jobs held =~ "Date . Description -
— ~ . ) X ‘ y
R : :
- |j jobs held j Date Description !
Other comments
’ A
23
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CURRENT EMPLOYMENT SITUATION "

\ o T

) ;l'épics for Discussfon . B

Currenf employmeni opportunmes (part-ﬂme, full-hme) at skilled, \~ o

' paraprofessional, and professlonal levgls ‘where shortages exust
. and where fhere is llkely to be c\onhnuous recruitment

Byl

.- This sesslon requnres durecf assuSt from 1he Sfafe Employmenf
Service. In order fo identify the person best equipped to discuss this topic, =~
_seek the advice of the area State EmploymenhServnce (Iocaﬂon ‘given on

Sussested Proceéum - | \

N L | .’ ",

page 10). The person who agrees'to make. this presentation should be well -« .

briefed (see page 6).He shoulhbe asked\to focus on local and area em-
,eloymenf needs, keeping in mind the particular pofenﬂalmes of fhe WOrk-
shop ‘group. His presentation should include:, - = .. ‘ -
‘® The ole of the State Employmenf Serwce and its funchons in re-,

" spectto  job counseling and vocational testing . s

® local and area employmenf obf;orfunmes, including the demand
occupations and new and emerging types of. jobs; descnphons of
_tasks associated with these jobs, the general qualifications for
" them, and the physmal_demand‘s,,ogsuch jobs

For example: ‘Market Research Field Interviewer
S

Work in: Market research agency; market research depart- -
ment of advertising agency; government (labor statistics)

Duties: Obtains, for research purposes,. information regarding
topics of public interest—radio and television programs,
consumer products—by conducting individual interviews with

Pl ‘.,A,__ T ST T _,,_,,,_,_._.,,_,A__; LTI . ST ._'iw_..,..»..I.v._"_.l._‘___..._.__,. Eriophetrrd i 17 Ea
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be sy

_ quesﬂonnoire, and recording rea fﬁons to inquiries.” Inter- -

. Need for updafed skills \

N in order fo meef Geodhnes

fhe generol qulic or seleded groups, _using a- prepd'red ’

views may. range from the slmple eckliwqueshonnoure to
“the more complex depih mien)iew Infe{wews' by. felephone

Qualiﬁccﬂonz- ngh‘s oI or college gr uoflon, phys|col'

stamina, for consitlarable wo|k|ng, stafighng; climbing of

sfolrs, oblhfy~ fo esgl::sh ra
'slﬁed backgrounds, I|ty to preson} tfueshons tac

\

of fhe ew York Sfofe Deparfmenf of Commerce. If’ RO 4|ble, fry fo gq& a’
"SPGClg'lef yom fhat agency to present-this subject. In briefing such a person,t a
»4¢ indicafe the’ amount of time hlloc,ofed for this part of the session,
Ask members to- research’ specnﬁc jobs; then pool their_findings,"This .

ith mdmduols of diver-
ullly .on_c‘!' .

inuolves ﬁndmg out. which busiriess firms cnd agencies hove a-need ‘for 4

specrﬁ skill§ or oblliﬂes and then conferring with the proper ‘person fo gef'
wp-io;

date mformcmon on ex:sting ‘and future.job opportunities. _
efore wori(shop mgmbers leave, collect completed Worksheets, A ond

'B. THese should be carefully studied: by the workshop leader for the purpose

of g|V|ng adwce ond recommendohons regordlng job poss|b|||fies 2

~

5

X
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ASSESSING YOUR SKII.l.S

~ Frequenfly hobbles or personal mferesfs can be made 1o pay off Thls work-

s

~sheef may help you to do a. bit of vocational self-Gnalysis. Chegk’ those =~
areas for which. you. .mdiy have a natural flair or with whlch y0u have had

* some experlence You may find “gold” in this worksheef‘

BUSINESS SERVICES? o BEAUTIFICAﬂbN? BRI

" Accounting (small accounts) ' lnferror decorahng : Lot

B '__Creduf mvestlgatmg_ : : ‘_Anﬂques T D
—ping. e __LamPs and- Iampshades .

- —Duplicating services ~ « i ST
: . ' . HAVE: YOU A FI.AIR FOR e

o —Couritry real estate

~Telephone soliciting T __Magazme wrlfing o

‘_Fund-rmsrng ~ . _EdMing . [ 7

—Selling i insurapce ~* . __Research v S
\__Markehng research - Ghostwriﬂng

: __Cusfom mlllmery

. -

__Alterdtion center
* __Shirt hospital, darning, weaving

HAVE YOU A’ FLAIR FOR

e gt orvi o
cretarial services s - ‘VRITING?

HAVE YOU A FLAIR FOR SEWING? __Copy for.advertising brochures
. Columns for local [ewspapers

__Upholsferlng, making sllp covers, " HAVE YOUSA FLAIR FOR

.+ draperies - - - TEACHING? - -~
h_Dressmakn_rrg ' * _Substitute teaching " o
—Knitting .. —Adult education classes N

-
M.
s

: —Private tut
—Patch quilts and spreads rivate tutoring

" —Hand-sewn .children’s clothes, HAVE YOU A FLAIR FOR
blouses, gahdkerchiefs‘ff’; _ _COOKING? -
HAVE YOU A FLAIR _ Health foods (for special diets)
- FOR HOME sKiLLs? - - ' —Homemade candy
, _Hobsekeeplng : L ' _Cmerlng and casseroles
- —Practical nursmg -7 —Food specialties (jams, cakes,

" jellies, cheeses, smoked products)
—Food processing

_Child
—Nurse’

19
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—Home classes -~ .. <,

" HAVE YOU A FLAIR FOR HOME ,




HAVE YOU A FLAIR FOR
WORKING 'Wm'l BIRDS FISH,

birds, fish

_Petshop - -

__Boarding, washing, and trammg )
pets

—Hatcheries—rabbits, frogs, -
bees, turtles - '

—For raising animals .

: _._Rausmg and sellmg pupples,

HAVE YOU A FLAIR FOR THE
CRAFTS?

—_Ceramics (decorahve ob|ects for

the home)
lastics (mnumerable kinds of«
objects for home and business)

7 __Metal-work (costume jewelry,

novelfy, hardware, Iamps)
Weovmg (rugs, scarves, hand-
‘woven tweeds and. texhles)
l.eaiher s

Noegme. L

' HAVE YOU A FLARR FOR

“TINKERING”? . _
Fixitshop- | ~'

. Radio. repair ‘hop
' __Blcycle repair shop

—Toy and .doll hospital

4 .
.

&

HAVE YOU A FI.AIR FOR |

DRAWING?

Greetmg cards o D

- _Posters . v
_Stenciling .~ ..
' .__Arf work for. prmters
. _Designing “ads” for. local stores -

"HAVE YOU A “GREEN THUMB” .

__Poﬂmg planis R PR
—Radising gurden planfs }1, eurly o
spring sale - e B

 _Designing winter bouqueis N
. —Growing berries . - &

—Preparing herbs

Freezmg home-grown foods

Now look over ‘your falents and skills and fry to get help from speclallsfs

on such questlons as:
e
e

e Do any ' of the these skills suggest possnblllﬂes for a job in Iocal business
or industry? Do they suggest possibilities for self-employment? If .
so, how much capital would be reqmred? ,

® How: can jgﬁnd out if there is a Iocal need or demand f0r such

an object. or such.a service?



v Ses;ion ]

Yopics for Discussion DR

- This session affords an.opportunity o consult with rbpré;eétdﬁyes from
~ local or area business‘bo;g_a.l'ii'z:aﬁons_lwhi* employ many persons in a -
QSuygb's'«l Procedures
. Invite- as many as possible of the area’s business, industrial, and pro-
fossional organizations to send personnel directors ‘or ‘managers 1o this -
meeting with a view to. discussing job opportunities with interested menibers
of the workshop. In all likelihood, these business: firms or organiZations  will *
be glad fo-accept such.an invitation-and will regard it as.god: public.re-
lations as well as an excellent opportunity to do recruiting. The representa-
~ fives who have been invited should be' briefed on’ the objBctives ‘of the °
-particular session they will atfend, as well ‘as-the: course .in_ general. They -
* should be asked 15 describe job opportunities in‘their organizations and.the
minimum qualifications for such jobs. Suggest that they bring application -

blanks with them and ke prepared fo recruit if a candiddte appears who is
qualified and interested in a position. v oppetnaie

.~ - Assign each of the rép_réseriiaﬁw/es toa sep‘a}dfq”rdbm for the purpose
of interviewing'or, if space does not permit this, allocate a separate area

~ in one large room to each. a ' R o
" Workshop participants: should be ‘ghcou'mged fo ‘_‘shbp around” and

talk to persons from those business firms or agencies in which they have an .

inferest or curiosity. | T " . - -
" sAfter ;his session participants should be told they ought to start “dig-
, ginaé-d_ -doing job research and reading materials suggested in the appendix
of this bulletin. . = -

¥
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- ‘V-
. Topics for Discussion -
%ng) 1. Howto ﬁnda|o{ % L S S
. State Employment Seryice ©  ~ © . . .
Commercial agencies - )
. Wantads: -2 -

%, 1+  College placement offices
‘Unions or professional associations ' S ‘
Self-lmtlclfed mtemews (tdenﬂfymg ﬁrms fhrough Classlﬁed D|-
rectory) ’ o :
Civil Sorvrce Depariment—locul Sfate, Federal

2, ertmg Ieﬂersofclppllcahon e o R
3. Preparcmon of - resume , ‘ \

4. Preparation. for ntervrew . . :
Having jnfOr op ready on the followmg
~ Past experience and education '

.. Specific and related skills ‘ .
, - Reason for-leaving last job _ } N
sy e - References: (names and addresses) . . e .ol

..5. The job. miervrew I
Promptness . ¢ . . .
Importance of grooming - . R .
Attitude toward the interviewer '
General behavnor and’ speech - f T

° Suggmd Procedures _

It is desirable fo arrange to have the help of a personnel director for
. this, as-well as the following session, to discuss such topics as letters of ap-

_plication, resumés, and job interviews.

-

Y -
S
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[}

‘For purpose.'.,of |Ilustrahon, have on hand a generous number of want

- ads, publicehons of commerelal egencues, end publlcbﬁons of the Sfafe-

Employmenf Service..

Open the session wuth a discusslon of weys 1o, Iook for a |ob stressmg_
mdmduel ‘resourcefulness iif “creaﬂng” a job. Give instructions on writing a-

" letter_ of application ‘and resume, utllizing- the State Employmenf Service

. publicatién, Guide To Preparmy a Resume, asa reference, Dustnbufe copuesv

‘ef the leﬂer. v

Have the personnel durecfor dlscuss (1) how employers screen leﬂers o

.

.. "™

 of epplicahon; (2)' what constitufes a.good letter. of apphcoﬂon end resume;‘ L

| and'(3) whnt(employers look for in:an- interview. -

f time permits, practice in job inferviewing: ca‘n.be achieved throughf'_’ o

role. playing, using the: per;onnel dlrechr as’ the ‘employer” mtervuewing'

- severe] epplicenfs” for gidiven job. . S

.  This'should be follo .with commenfs from fhe .workshop members.;
~-as. 1o Whlch of ‘the apphcanfs is_most. Iukely to be hired.  The. employer”vA Do

o should then be’ .asked to commen}. Further opporfumﬂes fo "expenence m R
" being interviewed shoiild bé given during the next session. " . o

Before the close of the session, ‘ask fhe .pnrﬂcupants o ptepare durmg .

' 'fhe week, sither a letter of application ora résume. These should be broughi .

- .

. - in for duscusslon and evaluaﬂon fhefollowmg week. O

- ) . ‘@ -

o, T _,
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a8 Suggesied Procedures |
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gAPPI.YING FOR A .'IOB

"J
Criticisms of and - suggashpn: on letters of applmahon and resumes

Further |ob-|nfervuew demonsfrahons Vo
o -

Carefully plan the time to msﬁre that each pamcupanf has a chance to

: gét direct assistance with_her letter 'of application and. belng |nterviev‘ed

. sultant as well as from the group. Parhc:pants should then be asked fo
revus% their ongmal letters. . - - . '

Once again you might enllsf fhe aidofa personnel manager. o

During the first pact of -the session, have each parhcupcmt read her )

letter of application, This should be followed by comments. from the con-

r ol parﬁcupants have had personal help, the temcunder of fhe

session should be devoted to a conhnucmon of role playlng in |ob-|nferV|ew _

snuaﬂons. G

. . :
i
o - .
DAV . .
» P >
- - e raen
P ‘ .

VT Topics for DlS}CUSﬂOﬂ ' ?~

-
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i Suggeoted Proeedwes

oy

. from participation ‘in any course or worlcshop Take time, fherefore, to
have the voluoﬂon sheet, V,Iorksheel D,’(see page 26), filled out and re-
turned. Also, arrange to have participants send back the suggested followup'

six months aﬂer the compleﬂon o,f the workshop.

o

L Session VI .

REPORTS ON JOf/RESEARCHING

'I'oplcs for Diuuulon

lndmduol reporis on |ob reseorchlng T --“
Evoluailon S

e
&K

* This last session ‘should_ be planned ) fhat each Workshop member SR

hos an opportumfy, during the 2 hours, io dlSCUSS her elforts at iob researcl'q o
, |ng and her plans for getting.a |ob

Some of the women may | hové come to fhe concluslon ihof they do’ not L

reolly want a job, but merely a change from. the “sameness” of everydoy,

living. Some may find ‘they would like: to go back o' school and complete%-g-‘. v
~ . high school or oollege education; some moy vnsl'r*h enroll i in. aduh educohonx-‘?‘" Lo
- personal enrichment courses. Others may want fo become lnvolved in some .

. interesting. and chollonglng volunteer work. : C -
For thése women it might be desirable to think in ierms of one or fwo"
other short-term courses, such as Confmu:ng Education for Women or. Ser-'
 vice as @ Volunteer. The’ first:mentioned course would deal with the various -

,‘opportunmes provrded by colleges 40 éncourage women fo° return to the -
- campus, and the many public schdol adult education: programs sponsored?
by the Federal- governmenf fhrough flle Manpower Developmenf and Traln-'
‘ing Act. . - ' )
By fhe end of fhe workshop, lt moy olso become evndem that some of B

and computer operation. In such cases;’ the. school should moke evory effort o

to follow through with the. needed short-ferm training.

Itis helpful to know fhe dogree to ‘which mdmdtlols have beneﬁfed )

card, (see page 28) at a specified date, reporting on their- developments

RV A
v

.32
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. | “ WORKSHEET D _

- ﬂ 3 EVALUATION OF wom(suop |
e (To be ﬁlled out durmg the- last sessnon)

ADDRESS ﬁ S L S S S
- My primary reason for fakmg the workshop was to gef help reqerdmgs B
. : (Check correct cmswer(s)) T R :

—job opporfumhes
~—how to look for ‘ajob

‘__how to write a letter of appl;caﬂon g BT
,  —other maﬂers RS Lo f |
- The worksh0p helped me: : : e

R none
. __some
'~_."_ulih‘le _ e
' agreatdeal K ¢ R

MOre speclﬁt comments- regardmg the above

26 -
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. - FOLLOWUP REPORT

R
o —

) «.  (To be mailed on I N )
A ' {(month day year)
i \ l : .
Re: Participation. in Back to Wdrk;,:Wo;kshop for Women. ('six'months-
wlater) % L x
I should like to report the following developments:
[P — [T /
Name _ , _ Address —
e : '
Y d h
o m_Name of Workshop. Leader )
(address) -
. B - ‘ : ¥ ,"'*‘




SELECTED REFERENCES

\

| .
JOB HORIZONS

£y

Free Materials Available Fram New York State Agencies

New York State. Department of Commerce. Women's Program (quési; 3
Articles). 230 Park Ave., New York, New York or 112 ‘State St., Albany,’ .
. New York. ' ' . : Ce SRR
.—Applying for your first job, by Mrs. Gertrude H. Freese, The Department /
—Careers for women with business degrees, by Edwina B. Hogadone. The
Department. : : D -
—Careers in the travel business, by Dorothy Marsh. The Department.
—Careers for young women in banks, by Ruth F. Irish. The Department.
—Careers—home economists here and abroad, Helen G. ‘Canoyer. The'’
Department. . ' '
—Expanding opportunities for women in life insurance, by Betty S. Martin.
The Department. . ' ‘ S
—Homemakersl Reap rewards in retailing, by Karen R. Gillespie. The

 Department. . - _ v

—iMore careers for women in fashion, by Mrs. Dorpthy L. Wallis. The De- -
parfment. : . . _

—Real estate as a carger for women, by Mrs. Josephine G. Schaefer. The
Department, -

"__The lure of librarianship, by Helen Vandervort. The Department. .
—Jobs for women in mental health, by Mrs. Matgaret M. Farrar. The De-
partment. ‘
(Job Horizons Series) E i
—1c Pointers on how to apply for that all-important first job, by Miss
Allalee A. Babbidge. The Department.
—35 Careers for women in technical writing, by Mrs. Florence R. Smith.
The Department. - . c - )
*—9 Careers for women in engineering, by Mrs. Anna Longbardo. The

Department.
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k) _;‘20 Opporfunmes for women in New York State governmenf by Ersa H.
*Poston. The Department,’ ..

__23 Advertising as a career for women, by Lucene Fergus The Depari-
ment.

[4

New York Stafe. Deportmenf of Commerce Women’s Program, 230 Park ‘

~“Ave;, New York, New York or 112 State St., Albany, New York.
. —102 ideas for a business of your own. The Department..

——Marketing a home product. The Department.

—Sales appeal in needlework. The Department.

-—So you want fo be a caterer. The Department.

—Nimble thimble shop. The Department. - .

'—Kitchen fixin's shop. The Department. )

© __Artof needlework shop The Department. o -

—_The order of your appearance. The Department.” '

—Job horizons for New Yorkaafe women. The Deparimenf

(Business Service Series)

'—2 On the joys and sorrows of runnmg a grff shop, by Ruth Jones The De-
partment. . P

—3 Home secretary: serwce, by Clonnda Rivette. The Deparimenf

New York State:; ecytive’' Department. Albany, New York

\ .
—New York women . . and their changing world. The Deparimenf

New York State Depariment of Labor. Division of Employmenf 370 Seventh
Ave., New York, New York.
_ " —Are you a woman looking for a job? The Depclrimenf
- " __Guide fo preparing a resumé. The Department.
: ' —How to get and hold the right job. The Department.
wessese o Howfor se‘llyourself to-an‘eriployer. The Department.,
‘ —Unemployment insurance facis for workers. The Department.
—The unfapped pool of labor. The Department.
—Are you shu;hng yourself off from one fourfh of the’ Iobor mclrkef? The
: Department. . - . :
‘ —OId—Or just mature? The Department. : .
—_OId isold hat.” The Department. '
—Job tests—a yardstick for hmng The Deparimenf

'New York State. Civil Service Depariment Sfate Campus, 1200 Wclshlngton
Ave., Albony, New York. S

/5
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_Lookmg for a job? The Department

. __Careers for college graduates in New. Yark Stote The Department

—Your career in public welfare. The De?portt'nent

- —Your invitation to' a career in. socaal Work in New York State The De- n

pariment.

New York State. Education Department. Albany, New York.

—Making teaching your career. The Department

__Acollege education plus preparation for teachmg The Department

—A career for you. The Department. S ~ N

New York State. Department of Mentol Hyguene Office of Commumty

Mental Health Services. 240 State St., Albany, New York.

—Career leaflets for jobs: Attendants. Nurses. Occupational theraprsls
- Recreation instructors. Psychratnsts Clmrcal psycholog:sts Social w.brkers
. The Department .- -

New York State. State Commlsslon for Human Rights. 270 Broadway, New

*York, New York.

- —Equal:rights in New York State. (|obs, housung, and publlc places) The \ 3

Comn‘nssnon i

3

Free and inexpensive matenals avallable from non-State ag

~ Superintendent of Documents. U S Govt. Ptg Otf Washmgton, D. C.

 —Occupational outlook arterly (Monthly Magazine). The Department.

—Career guide for demand occupahons. The Department 30¢. ,
__Occupational outlook handbook. 1963-64 ed. The Department. $4. 75..

—Teaching opportunmes, a directory of placement rnformafron?5¢

—-You can get that job. (Maturlty is an asset) The Department. 1

Z_Memo on job finding for the mature woman. T e, Department 5¢..
—Today’s woman is tomorrow’s world. The artment. 50¢.

" _Job finding techniques for the college woman. Leaﬂet 27. Th; Depbrtment

10¢.

U.S. Department of Labor Woman s Bureau Washlngton, D.C.
—Careers:
Part-time employment for women. The Department Free. -
Professional enigineering. The’ Department. Free. - o
Science futures for girls. The Department. Free. SRR
1965 Handbook on women workers, Bulletun 290.

-}
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Alumna'e Advisory Center. 541 Madlson Ave New York New York '
24 jobs for the!liberal arts major. 25¢ A

3

‘ Amerlcan Association of Universlty Women, Educafmnal Foundailon, Inc

. New careers for. women, 1970-80 o : .

’ ;,_federaﬂon Employment and Guudance Servnce RfcharJ J. .Bernhard Mem- "
* . orial-Library. 215 Park -Ave. S., New York, New York. Refobr‘ces for the -

employmem of mature womenaand/ or their contmurng educahon (A solected

blbllography and ‘aids). 35¢.. . = R
Inshtuio of Life Insurance Womans DlVISlOﬁ 277 Park Ave New York, .
New York. -~ . =¢ T p - e

—_Working women ... “who are fhey? Free

'._._Your financial worksheet (A gulde fo'r ‘women refurmhg to the |ob

wprld). Free. "~ .

- Changing T'mes Reprint - Service 1729 H St.. NW Washlngton, DC
_Reference source for job hanfers. 35¢.. ‘ ; .

" New: York Life- Insurarice Co Career ln‘formahpn Serwce Box 51 Madlson

Square Station, New York, New York. Career opportunmes (56 bookTefs
on careers written by aufhornﬂesTn fhelr fields). Free. i P eln

Rochester Institute of Technology 65 Plymoufh Ave o S Rochester, New :
York. Vocahonal Gurdance Series. Free. ~ .- .

National Educahon Assoclahon 1201 Sleeenfh St NW., Washlngtan,

-D.C. Public teachrng—opporfunmes for. women co"ege graduates Free.

Catalyst in Educatlon 45 Labbe Ave,, Lewnston, Maine. Teachrng A nahonal
directory of )preparahon programs for women co"ege graduates $Q

American Home Economlcs Assoclaﬂom 1600 2OIh Sf NW., Washlngton, o
DC. : '

—-Home economics oﬁers you a\career in ;Ocral welface or pubhc "health.
5. . . , .
—Unfold your fyture in home economics. Free. ' '

" __A career in home economics extension . A dramond in your hfe 10¢. '

—Home economics career wheel. Free. .
——Career opporfunmes in home eco,nqmrcs in business. 35¢

Community Service Society. 105 East 22 St., New York, New York.:
—Careers in social work. Free. : - o

h RN

2 - '
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_Socoal case work—thn it is. Free.

' _Queshons and answers about social work. Free.
Committee on Nugsing. National ‘League of Nursing 2 Park Ave New
York, New York. .

—Careers in nursing. Free.
—Nursing—a profession for you. Free. .
American Institute of Certified Public Accountants. 270 Madlson Ave New
~Y&k New York. Accounting may be the right field for you. Free.

vAf‘n’erlcan Association of Adverming Agencies Inc. 420 I.exmgfon ‘Ave.,
Néw York, New York. The adverhsmg business and its career opporfunmes
10¢ -

Young Women's Chrlsﬂan Assocnahon of the Umfed States of America.
Bureau of Communications. Ncmonol Board of the Young Women's

P Christian "Association. 600 Lexington Ave., New York New York Vistas
for women. Free. - s

B

“BOOKS . |
.- Cussler,IMargaret. The woman execuﬁve.‘ New York. Hari:ourt Brace. 1958
© o $3.95,

Codper, Joseph D. A woman's guide fo pclrf-hme ,obs Garden City, New
York. Doubleday. 1963. $4.50.

Edlund, Sidney. Pick your job and land it. New Jersey. Prenhce-l-lall Inc.

" 1940. $4.95,

Forester, Gertrude. Occupational hierafure An cmnoiated blbllography

~ New York. H. W. Wilson Co. 1964, $4.95. o

t,ng, Alice Gore. Career. apporfumhes for women in busmess New York
Ditton. 1963, $4.50. . 7

" Leeds, Gertrude How to gef'&our fi rst ,ob Washmgion, D.C. Ailanhc Book
Co. 1958. $1. '

‘Mdnzer, Martha E. Unusual careers. New York. Knopf. 1962. $3.

- Whitcomb, Helen, & Lane, Rosalind, Charm: the career girl's guide fo
- business and personal success. New York. McGraw-Hill Book Co. 19
$6 95. .

Wmier, Elmer. A woman'’s gu:de to earmng a good hvmg New York.
-. Simon and Schuster. 1961, $4.95. L

Wykoff Marguerite. Occupahonal planmng for women New York. Harpers
1961.85. - 7 .




" JOB TRAINING, GUIDANCE,

AND OPPORTUNITiES |
FOR CONTINUING EDUCATION -
~ THROUGH | R
PUBLIC scuom ADUI.T EDUCATION*: | ~
- -
3 ‘ 0
.
. f -

*Excerpted from c{ reborf prepared by Dorothy Dawson, Ellzabeﬁ; Ewell,
Blanche Nechanicky, Henrietta F. Rabe. State Education Department
Albany, New York 12224 ' =
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- ADULT SECONDARY EDUCATION E
- Adult education classes at the high school Tevel have increased rapidly
in recent years owing to the trend of establishing the high school diploma
- @s a minimum educational requirement for . initial employment: Most of the
' many thousands of persons enrolled inthese classés in New York State last
yearwere women. . - G T UL e
' Many publié.schbols offer two of more routes to.qualifying for a high
" school diploma through ‘adult education. One route is by passing -examing- |
tions conducted by the.school for each required subject. This method-best .
- meets the needs of.a person who dlready has accumulated some high school
- credits. The Board of Regents recently authorized 45 percent as the passing .
grade for all Regents Examinations, including those taken by adults in-ac- -

‘celerated classes. . R T T T
. A second plan of qualification comes through the high school equiva- -
 lency testing program.” S T

-Hiﬁhéchool*ﬁuivalonﬁ Tesﬁlig‘l’i-bg‘tdm-'/,—' SR

~ . The diploma which-cdn be obtained through this program is the legal - .
...equivalent of a_diploma_issued by ‘a. high_school " and, _as_such,—is.of-——
- value to an adult who wishes 1o ‘qu_dlifi{'fbr certain types of employment or
~ for promotion. It méy also meet. minimum requirements for entrance into

some colleges in New York Stdte. Individual colleges should be contacted

for specific requirements. ' ' ' : ‘

Age qudlifications: Twenty-one Ye‘ars ‘of age _oi' over, or 18 years’ of,*
S -~ age and out of school for two full years. -
Residence: Must be a bona fide legal resident of New York -
’ » stde. . : v ' . .
Areas of study: The five tests of the baftery cover the five Subfgct

areds usually found in the high school curriculum:
‘grammar, social studies, natural- science, English
. - - literature, general’mathematics. :
Testing “‘agencies: Thirty testing ‘agencies located throughout New
> York State offer.these examinations at regularly
scheduled intervals. '

we b 35
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»_Appllcohon prMe: Appllcohons moy be obtained from the prmcnpol
(or counselor) of the nearest high school Applica-
fion must be signed in the presence “of the principal
(or oounselor) who- will send the application and
fee to the testing agency at wluch the . opplnoont
_ wnshes to be tested.

S

New Yorl( State Regents Hugh School Dlplomo :

- An appllcunt who earns a New York’ Stoie ngh School Equwolency
anlomo can also earn a Sfote Regents ngh School Dlplomu by possmg,
with saﬂsfactory grades, Regenis exammcmons or: fhenr equwulent in:

. 'v'

o Enqlnsh comprehensiVe

. ® American hlslory und world bockgrounds lll or Amerncon hnstory ll
* and world: husfory e e

> ®A mo|or sequence  of three umfs in an elective ﬁeld

Collego Proficiency Excmmohon Program

: This prowdes persons who lack formal educaﬂonal requnremenis buf
4 who have acquired extensive experience and knowlédge in’ other ways to’
T deni«':iﬁsirafe‘*lhéiirqrdsp of academicand professional-content——#—-— -~
S 2. Anyone who believes he is proficient in one or more. of rhe common

Rl ’ﬁeldsnf college study may take the College Proﬁcuency Examinguon
“Age lrmﬂ- : ‘ None -

College Credn Amount of credit thof may be earned by exomu-
<. el e,  nation will be determined by each institution. _
L De,gree.':f':" B The New York State Board of Regents has recom- -

"7 7. . mended that no more than half of the. credits re-
A quired for a degree be granted on'the Basis of
L e e " . examination alone.
" « . Examplesof areas . College Proﬁcnency Examinations are available in -
- of study: . such su as: American history, American litera-

ture, blology, calculus' A, caleulus B, chemnsfry, _

~'economics, educational psychology, European his-

— tory,.freshman English, French, Germapy ltdlian,
: ... Russian, Spanish, physics, Shakespeafe, tests and

3,6 ‘ ” o 4
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A\
: measuremenfs Western civ:llzcmon Write fo fhe
New York Sfafe Educahon Department for a com-
.‘ S plete llsimg LT
" Fee: . & ¢ '$l5forecch exammaﬂon o o T .
Institutions: =~ Many New' York: State colleges und umverslﬁes, R
T L have: agreed in principle to the: idea of granting -
- ‘credit for satlsfdclory performance on the College
Proﬁc'?ency Examinations; . Policies’ vary and the - .
* individugl mlleges should be confacfed for credlts' .
‘ ' to be‘allowed: - T
Teaching cerhﬁcates: Individutils who: hold"a bccculaureme degree or .
. ~ foreign’ equivdlf “and-wish to: tacch- may satisfy
~ some ‘of the: certiﬁcaﬂolf reqmrpments by exami-
_nation. _Passing scores: defermmed by ‘the State. *-
Educuhon Deparfment wull be accepfed in lieu of
course ‘credit ‘to’ satisfy ' requirements in' general o
educoﬁon&lfheteachmg field, and i in professional”
" education. No examination is confemplafecf to re- o
place the practice tedching experience.
Cemﬁed tedchers may also use the exuminohons
to meef - some requirements for permanenf cerfifi- . N
cation or. fo exlend certification fo a second sub- - :
§ rmation wite o 'Cem OIT o .”"wm T
UnH Division of Teacher Education and Certifica- ' S
tion, New York State ‘Education: Department,
800 North Pearl St Albany, New York 12204

.
A
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, BUSINESS AND OFFICE EDUCATION .

.‘;‘ i *

Inferest and parﬁclpahon in adult busmess educohon ha; -edsed to“ -
the point where it is an important part of most public school Bus ness-pro-

- grams. At:the present-time courses are offered in almost every pﬁase of_;-» .

: modern business.
— A few of the speclﬁc occupahons for whlch adults are prepared mclude '

Bookkepper o :
Bookkeeping machme operator
~ Clerks in fr&e .
File clerk -
- Hotel clerk
“Insurance clerk
~ Mail clerk
Office machine operator
Poyroll clerk
Receptionist and informuhon clerk
Secretary
: ~ Stenographer : _ .
e e Stenotype.operator .. ... ... ... .. ...
Telephone operator . .
Ticket agent
Typist ‘ o
Varitypist K o

45
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- DISTRIBUTIVE EDUCATION S
I : “.. t" v“ ”
The program in dlstﬂbtmve educchon is designed fo prepare adulfs-'- . .tl »'

for initial - émployment in. the distribitive - “occupations, upgrade present .
- .employees for-new and better jobs; and"retrain’ ‘workersiyho are returiiing
. to the'field. The| program'is offere at- Hmes mosf convemenf for enrollees— A
mornings, aﬁernoons, evenings, i we - i " R
. are made available ‘through locaf schools, -
~ offices, and sfores, as well ‘as- ppropnoie f ”}insfrucﬁon, B
such-as" librgries, chambers’of com?herce'-r-fadones, ‘and- sefvice clibs. In = .
- some schools classes are offered at nocost, while: at cthers: there i is g'small - s

_-"reglstrmlon fee for the cost of instructi n ;a'nd/or muferiols and su phes
o Dlsfribuﬁve educcmon courses include fhe folloWing- - '
e Adverﬁsing ' _ ~
"';, ® Buslness managemenf _ e
. 9 B"Y"\Q and morchundkjns Problems :

he s T -
] Credm and coﬂecﬁons _
. ® Insurahee . - )
o 773“0 Preseasonel employee frammg |
" ® Real estate
 ® Retailing
. 2
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* HOME ECONOHICS EDUCATION

, Persons who moy l;eneﬁr from employment preparcmon in: home ecow‘ a
nomlcs at the adult level include adults who must- remain at: home, yet want .
copﬂollze on. personol' skills' to:. ;ncreose fa y: meo,me; adults whose

) responnbnlmes are; reduced and, who now. seek regular. employment; ond' S
those who are. regularly bofh woge eomers ond homemokers ond are; ln-;’

‘. hove obillty fo oclvcubce in ihe occupohonol ureo ln which:they ar
employed bui nged &ddmonol edUcuﬂon : ’
®:need to improve skifls used in present |obs . R

* ° need new’ or. ocldﬂnonol skllls io od|ust io iechnologloal chongos in

7 their occupohonol, area . '

. are presemly employed in, |obs wl'ucl\ are becommg limited of ob-
L solete ‘as a result ‘'of chongés in procluchon methods, mfernotionol i
e - markets, consumer demands, dnd general economic condmons '

.. ® oremtenested in‘entering the. lobor_morkethutjmveno_boslc_pmp-.“-
orohon for. employmenf - o -

¢

Sofme occupohone using homé economlcs knowledge ond skills that
have been identified, for adult employment preparcmon are listed below
Olhers moybe found by explorlng possibilities in the locol communny:

o Child care cenier ‘worker
.o Clofhlng olierer
® Clothing molntenonce speclolust ‘ ' .
o Compomon to an elderly person - ' '
¢ Food service worker
" ® Homemaker's assistant
.. ® Hotel and motel houéekeepung aide
e Monogement aide in low rent housing project
° Vlsmng homemoker

<
.
h 4
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MANPOWER bEVEl.OPMENT 'I'RAINING
PROGRAMS '+

A program fo: fhe tralnlng of unemployed and underemployed workers, :
. and a broad program of research in the field of manpower have been es- -
 tablished' by the Manpower Developmem and; Training Act of 1962; Slnc)- i
itisa landmark in ‘domestic economic: Ieglslahon, the Act is of mteresi not’
only to those dlrectly -affected, but to all-Americans, = L
Responsiblllty for the developmem ‘of MDTA iralnlng progrnms is -
. shared by the New ‘York ‘State Department of Labor ‘and the. New York
State Education Department, The Labor: Deparfmenf is responsible for de--
fermlmrﬁ:'e need for recruifing trainees and for assisting -in ‘their place- b
. ment upon’ complehon of fraining

‘ ""

They are also responslble for'subsistence

payments. and share the’ responsnbihfy of ‘approving' _programs - ‘with the .- -

State Education Department. The Sfufe Educaﬂon Dept:riment is responsl-”"
" ble for the training programs. ' .
The Act provides a program for the traunlng of workers for |ob op-
' portunitiés fhaf have, been found through research and other means, such as
‘labor market surveys. Individuals are selected for programs who are in one -
of the follownng categones: : o

' ® unemployed (lncludes members of farm families with less than $1200

s ~ﬂnnuaFneffumtly1ncome) -
® working below their skill capabilities
® working Subsfanfially less than full fime

® will be working less than full time or will be unemployed because
their skills have become, or are becoming obsolete, or

) ® are befweén the ages of 16 and 22 and in need of occupational
tralnlng and further schoollng .

Before mnmng is underlaken, however, it musf be determined that: -

® these workers cannot reasonably be expected to gét appropriate
full-time employment without such fralnung and

® there isreasonable expectation of employment in the occupcmon for
whlch the worker is to be fralned

4]
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) There is no cost fo fmes for any frcunmg recelved under the Acf At
" present, 100 percent of fhe operating cost of training programs for unem-
ployed persons: is paid oy the Federal Govérnment through the Department
" of Heélth, Education, /and Welfare.. After June 30 1966, however, the
Federal Government will pay 90 percent of the cost of the program, and the
remcumn " 10 percent/mll be paid from other funds. Many workers enrolled
ing programs under the ‘Act will be ehglble for ‘allowances under

d ndmons ﬁpecnal counsellng services are avallable to frcunees
e v

' Prclchccll nurse
. Sfenographer ,
.' Teacher L ' R
' Typlsf . o . o
OPPORTUNITIES FOR INDEPENDENT STUDY -
Sfcn‘e University of New York, Albany, Ofﬁce for Conhnumg Educaflon

Indeﬁindhnf.studp;atalogd?ﬂ . ' v S )
' *Cjiy Umversnty of New York Umverstfy of the air cafcllog 1968.

2
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- This Eookléf is published primdrily for use in the schtjois of New York State,
‘and free' copies are available to New York State school personnel when .
ordered through a school administrator from the Publications Distribution

Unit, State Educgﬁqn ’Building,‘Albany, New York 12224, .. . .
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